. L]HES :
*ﬁ ﬁ E E t‘m E ﬁ "-E *E gnouncement No. SRE-80-05
SReA:
VACANCY ANNOUNCEMENT Closing Date 21 Sep 05
#4178 :
Date of Issue 8 Sep 05
1.F%FEA Job title (R, Grade 4 /FEPEHRLAD 2) SEAH 4. 35 & Arca of Consideration
Administrative Specialist, #9 No. of Recruitment | ] 38 MLC/IHA %8 (% N)
MEEF%H Current MLC/IHA Employee within Activity
8 ) 142 |3 MLOHA ft %8 (EEER)
IZ % 7?%%—: I:l ?iﬁ'égf‘: I:l 1% f%‘: I:l E 9?3?: Current MLC/IHA Eir‘lployze in commut‘n,lg distance
Administrative  Blue Collar Trade Security Medical DJ 3 MLC/HA fER 8(2 4 B R F)

— Current MLC/IHA Employee Japan Wide
2.8 Activity X1 4} &8 Off Base Applicant

U.S. Naval Ship Repair Facility, Yokosuka =
Planning Department (Code 200) 5.J& A D83 Type of Employment

%ﬁiﬁﬁﬁ' Work Place:*ﬁ?ﬁ’ﬁfﬁ 7E|ET Tomari-cho, Yokosuka % i\l/I-II;\C I:l HPT
3. ENFEEERE] Work Schedule ( B 4 0 BFREH hrww) I:‘ & F Permanent
£17% 8 Work Days: AEE A 5£EH Monday - Friday <] R Limited Term (6 » & Months )

E)FEBERT - /AEH Work Hours/Recess Period: 0800 — 1645 / 1200 - 1245
L] %2 &) Night Shift X &% Overtime X] H3E Business Travel

6.FEFEM A Duties

Serves as an assistant to the Planning Department Manager/Officer and the Chief Planner, and performs a variety of administrative work to support
ship repair projects;

1) Obtains and presents necessary documents and background information to the supervisors, collecting and summarizing the data for supervisors to
review the ship repair project progresses.

2) Develops and maintains various charts and data such as Standard Job Order List, organizational data, and presentation material of the ship repair
projects.

3) Serves as a central source of information for administrative maters, establishes and maintains office files.

4) Receives telephone calls and places outgoing telephone calls to various officials, including overseas area.

5) Receives and reviews incoming and outgoing correspondence, types correspondence, instructions, reports, etc., from rough drafts.

6) Performs miscellaneous work such as serving as interpreter/translator.

Performs other related or incidental duties as assigned.

1.EEBEH . BKEH Qualification/Physical Requirements
One year of clerical, technical, or administrative work experience in any field. If applicant does not have such work
experience, completion of 4-years college/university in any field may qualify him/her at 1-4 level.

b. Knowledge of navy correspondence, procedures governing administrative phases of Planning Department.
c. Skill in operating personal computer such as Microsoft Outlook/Work, Excel, Power point and Access, etc.
d. Ability to perform general clerical work and secretarial work.

e. Ability to speak, read and write English and Japanese at average proficiency level (LAD-2).

* A handicapped applicant may be accepted, depending upon the degree and kind of disability.

iéﬁj} English Language Proficiency : DLZ‘E@? L None D*ﬂff& Basic IZEP%& Intermediate D_t?'f‘& Advanced D##Eﬁ@ﬁgj] Exceptional

2P Educational Background : N/A | SREFEL 18 T &I License/Certificate Required : N/A
8.1t 9 5+ M Application and Associated Documents BA#IR Working Condition

*[X] 22 & s 32 FA#E Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil
*X] PR FEIREE Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil
*MELAIL Complete * in [ | HZAEET Japanese [X| #3ET English [ ] &5 5 T4 Either

X HKEOREANZIMHEET 51 DDE L Certificate of English Proficiency (Copy)

X 80 AUIF ML, BREEDOEEHRES -FrAT- KL EE LV RIEAEHE (12cm x 23.5¢cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

RILVE 5k for Job Inquiries {2 H 5 Office to Submit BRI For Official Use
%$E§%B§/*E%%% Office/POC ?238_0001 Wf—%”l %*ﬁ?ﬁ’ﬁﬁifﬂm 1 %iﬁ‘., Box 22 PD No.: SRF-200-002-LT
KBERHEGEEM 1 banchi Tomari-cho, Yokosuka, Box 22
s ERR O— K840 KRESHAEEMKEE ASHERR (HRO) PD is accurate and current.
HLER Name : BR /(&) CNFJ, HRO N131D Certified by Activity: kk
BEE 046-816-4553/(4552) Ei# 046-816-8152 (DSN) 243-8152
(DSN) 243-4553/(4552) HRO: ah 9/7

ICEEEZHIZ LTWRWMEE. EZDORRIZE Y FH A, Incomplete applications will not be considered.
RESNIEEEHEIEHERL LEHA Submitted applications will not be returned.



